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Search for and find the necessary Event
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Select the Create New Session link

Select the Calendar icon

4
Use the Schedule Wizard page to create 
multiple sessions at once
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From Events, Sessions can be created to accommodate many 
instances of the training held at different times and locations by 
different instructors. Sessions are scheduled individual occurrences 
of events. Sessions hold more specific data than events, including 
the times, locations, instructors, and resources for a specific course 
instance.

To create an event, navigate to:   
ILT > MANAGE EVENTS & SESSIONS

CREATING SESSIONS
Learning Fundamentals - System Administrator Training 
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On the Parts Schedule page set the 
Location, Instructor, Date and Time, 
and Occurrence

On the Availability page select which 
users can access the training

On the Details page set Registration, 
Waitlist, Pre/Post-Work, and 
Prerequisite details

On the Emails page, set email options

9
On the Summary page, review the settings and Save
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